[bookmark: _GoBack]Setting Up Your Office 365 Account

1. [image: ]Open up Internet Explorer and go to http://office365.houstonisd.org.

If you are on the HISD network, you should automatically be logged into the Office 365 site. If you are accessing it from home, you will get the HISD Sign In page. Enter your HISD username and password. If you do not remember your username and/or password, contact the Help Desk at 
helpdesk@houstonisd.org.


2. Once you log in, you will be presented with the overview page. Click on the SkyDrive link in the upper right toolbar.
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3. When accessing the SkyDrive for the first time, you should see the message that your account is being set up. While most accounts should be ready within a few hours, it can take up to three days to set up your account. If your account does not get past this message three days after you first log in, contact the Help Desk to report the issue.
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4. When your account has been properly set up, you should see the SkyDrive Documents page.
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At this point your Office 365 account has been set up and you are ready to start using it. The Instructional Technology team will be providing training on SkyDrive and the other features of Office 365 in the weeks to come. Check with your Instructional Technologist for a schedule of courses.
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While we set things up, feel free to change your photo, adjust your
personal settings, and fill in information about yourself.

Trending #tags

It could take us a while, but once we're done, here's what you'l get:
Tagging's been quiet lately. No trending

Newsfeed is your social hub where you'l see updates from the people, tags right now.

‘documents, sites, and tags you're following, with quick access to the 2pps
you've added.

‘SkyDrive Pro is your personal hard drive i the cloud, the place you can store,
share, and sync your work files.

Sites gives you easy access to the places you'l want to go.
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Type your user name and password,

User name:

Password:





